a USGS

science for a changing world
U.S. GEOLOGICAL SURVEY

Central Publications
Policies and Procedures

Version 1.0 March 1996

INTRODUCTION

By signing a manuscri@’routing sheet, the chief scientist of a program teanesnie
most important decision a publisher raak-that a manuscript isorthy of publishing

in whatever Suney series is indicated on the routing sh&ee publish almost\wery-
thing that is submittedd few manuscripts are rejected because thieuld require too
much efort to put in shape for publicatioA.few are questioned because of their con-
tent or cost, and some of those are withdrawn by the program teams themselves.

Because all manuscripts submitted to the Central Publications Group (CRG)es
reviewed by peers and appeavby program chief scientists, we accept the fundamental
premise that the manuscripts contain informationabfie to some ggnent of the pub-
lic—private citizens, scientists, teachers, environmental planners, local, State, and other
Federal agencies, and a host of other groups.

In 1992, the Sciendkdvisory Committee and others recommended establishing a com-
mittee that wuld review selected manuscripts and accept/reject them for publication.
Although that recommendation has not been adopted, it cannot be considered dead.
With insuficient funds to publish rapidlyerything that is submitted for publication,
rejecting some manuscripts may be necessary.

ABSTRACTS
Abstracts are generally no longer edited by CPG.

ACKNOWLEDGMENT OF CPG STAFF

The guidelines are:
1. Under exceptional circumstances, it is permissible to thank CPG as a group.

2. Any member of the CPG staff, with his/her permission, can be thanked for
exceptional contributions to the successful publication of a report.

3. All acknowledgments must be initiated and recommended by the authors or
scientific editors of the volume.

4. All acknowledgments should be passed by the CPG chief or acting chief prior to
being typeset.
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5. CPG editors may be included as editors or coeditors on the title page but not as

“technical editors” or any other such title.

6. The use of a production note is encouraged.

We are delighted when program teams recognize ourlstadwards. If these are
monetary wards, havever the program team must fund theWe fund only the
awards that we give.

ADMINISTRATIVE REPORTS

The following quotation is from the Geological Survey Manual, 503.1.5D:

Administrative Reports are prepared by the USGS for internal use or for other
governmental agencies for which it performenu The reports are released to
agencies in recognition of the proprietary interest that these agenegesaha
interest usually acquired bynfincial sponsorship. Such reports are considered
to be unpublished and may not be cited or quotezbm in a follev-up
administratie report to the same aggnor unless that agepaeleases the
report to the public. No standardss for Administrative Reports; the must
receive Director’'s approval. Copy is prepared to meet specific needs.

ARCHIVING

Archiving is an importantdtt difficult, complex, and sometimes expensive part of the
publications process. In most atties worldwide, it is incomplete and inconsistent,
and ours is no exception.

TEXT

We hae no archies of tat typeset cowentionally on contract or prior to
FrameMaker other than the books themsedv Books typeset in FrameMak
have been archived on CD-ROMs.

ILLUSTRATIONS

We have no archies of printers ngatives of illustrations from books published

in the central rgion prior to 1976. Before that date gaéives of book plates were
sent to the Nationahrchives, which has mad fromArlington to Alexandria,
Virginia, and then to Suitland, Maryland. Much of the material, for one reason or
anothey did not mak it to Suitland.The collection of page-sized illustrations
from that era archived in the National Center, Reston, is equally spotty.

At present, all illustrations produced in CPG, whethewdrananually or on
computey including all book plates, are areéd in fie cabinets anddts. lllus-
trations done on computer Je been transferred to the same COMNB that
archive the tat. We are intgrating digital fies of line art into the composedte
wherever possible.

MAPS

Printers negjatives for MF maps produced in the centraioa are arcivied in
drop-file cabinets in CPG. Printerhegaties for formal maps (GQ, |, GE, OM,

OC series), most of which are printed by NMD, are aethiin the National
Archives, Suitland, Md., and can be obtained through EPG. Negatives for printed
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digital maps are arched in the same manner as those for nondigital nidyes.
digital files are also arched both in the original format (ARC/INFO, GSMAP
and so forth) and in the SDTS format, if possible. Presently thieseafie
archived on disk or tape; the preferred avehwill be on CD-®Ms and in a
national geologic map database.

CPG has a lage collection of base gatives for indvidual quadrangles and
mosaicled quadrangleg.he base-rgative collection of CMR has been trans-
ferred to CPG. D& Walters (236-0952; dalter@gccmail.cr.usgs.gpmain-
tains these collections.

Since 1990, some production materials (scribecoats fowdirke type wer-

lays, and base negatives) for geologic maps in the formal map series have been
archived in CPG in thewent that indriduals might vant to digitize these
maps. Al Donatich (236-5468; adonatic@gccmailisgs.ge) maintains

this collection.

AUTHORS’ COPIES

The numbers of copies of Seywseries reports gen to authors are: 30 to the
author of a report wéng only one auth@r50 to be diided among the authors of
reports that hae more than one authdPermission to prade more than 30/50

copies requires CPG approval prior to printing.

AUTHORSHIP

The first author of manuscripts published in a Surseries, or scientdieditor of
multichaptered @lumes or folios, from openkdi reports and MFs to I-maps and
professional papers, mustveabeen emplged by the USGS when theovk on
which the manuscript is basedsvperformed, or he/she musvédeen wrking
under a USGS grant, contract, or memorandum of understandingyeobéean a
formal volunteer. The affiliation shown must be the U.S. Geological Survey.

BASE MAPS

CPG orders base maps from the Earth Science Information Center (ESIC). In
December 1992, va Walters assumed the full responsibility for base map erder
ing and preparation, including mosaicking. Before starting a mapping project that
will result in a publication, please call & (303—-236-0952; daiter@gcc-
mail.cr.usgs.gov) or, in his absence, any map editor.

CHOICE OF SCALE

The choice of scale fafcts the cost of publishing maps. In 1987, we published a
group of related maps at a scale of 1:100,000 that coutlg len published at
1:150,000 and anged, reducing the number of sheets, peelcoats, pamphlets, and
envelopes and most importantly the cost by an estimated $18,000 in 1987 dollars.
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If a digital base map is suitable for printing and if theaad&ges of using it outweigh

the disadantages, CPG will use it to publish féftively this means, weever that

for nov CPG will use coventional base maps almostckisively for publication
because (1) standard digital base magslable through NMD contain lines and
symbols only no type (contour labels, stream names, city names, and so forth) and
(2) scanning to produce publication-quality base maps hagegrprohibitvely
expensie (at least fie times as>gpensie) and time consuming WPG's eperi-

ence, primarily because of the cleanup that is required.

For analytical (GIS) purposes, the base map data must be in separate layers (not ¢
composite), and, to be released as part of a GIS database, the base mapldata w
preferably be in separate layers (not a composite). One source for such base separate
is the Earth Science Information Center (ESIC, phone 303-236-5829) in NMD,
which can inform the authors as to thaitability of specifc quadrangles, data lay-

ers, and prices. If NMD has already digitized the data layers for the quadrangles
needed, CPG will purchase thoskedithrough ESICThe turnaround time is 3—4
weeks and the data are mailed to the requester on tapes or can be downloaded via th
Internet. The data are Digital Line Graph &l 3 (DLG-3), which means the data
contain a full range of attritte codes, hee full topological structuring, and Y&
passed certain quality-control checks. (As mentionedlegglibgy do not contain td

and are not suitable for printing.) Prices are based on units. One unit for a 7 1/2
guadrangle is one data layer for the whole quadranglegvey one unit for a
30%x60 quadrangle is one data layer for one half (east or west) of the quadrangle—a
30%30 unit. Prices as of February 1994 were as Wadtol unit, $40; 2 units, $60; 3

units, $80; 4 units, $100; 5 units, $120; 6 or more units, a basigecbb$90 plus $7

per unit.

NMD’s most compreheng digital database is for 1:100,000-scal€X80) quad-
rangles. The transportation and hydrography layers are complete for all States except
Alaska. NMD has placed a priority on digitizing the remaining data layers for the
1:100,000-scale database. Included among the remaining layeryps@gtaphy
(topographic contours), man-made featurasldings, storage tanks, and so forth),
boundaries (State, countsity, and so forth), and public land seywsystem (tan-

ship and range). NMD has a program to digitize all 1:24,000-scale quadranglés, b

has barely gun and will probably takdecades to complete. Quadrangles scheduled
for revision are being digitized as part of thevisgon. To obtain information on
which quadrangles are scheduled for digitizing, call NMD Program Management.

If authors wish to obtain digital bases that NMD has not scheduled for the near term,
they can obtain priority by sharing the cost with NMD. Priority means about 6
months turnaround after the digitizing begins. The time spent backlogged before dig-
itizing depends on how mgmther cost-shared projects are in treekg and on other
NMD priorities. Cost shares are arranged with NMD Program Manageifieat.
standard price structure for one 7'ldRadrangle in February 1994asv tydrogra-

phy, $1,165; public land suey system, $165; boundaries, $160; sportation,
$775; hypsography1,135; man-made features, $675; negetation patterns, $60;

and survey control, $110, for a total of $4,245.
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If authors wish to obtain a digital base map for display as a data layer on the
screen, or for analytical purposes, or to publish digitally as part of a GIS database,
CPG will arrange for scanning if the program canvge an account number to
chage the verk to. For screen displaya scan of a composite blackline on clear
film (copy to be scanned can be obtained from GPREse map specialist) is
acceptable. CPG can send theiryap a commercial contractor for scanning.
WPG has been obtaining base scans from & B#hdor for an eerage cost of

$70 per separate of a 7 LiBpographic quadrangl&he \endor preides raster

(RLC format) and gctor (DXF format) fes at a resolution of 500 dfihe fies

are provided on 9-track tape and range in size from less than 1 Mb to 25 Mb.

BIBLIOGRAPHIES

Stand-alone bibliographiesyen annotated bibliographies, are not to be published
in our formal series. They can be released as open-file reports.

BLUELINES

A blueline is a paper print from the negatives from which the printer will make the
press plates. Its purpose is to allos to catch errors introduced in the layout of the
printer's ngatives, such as the transposition or misalignment of illustrations. It is
not a second proof of the manuscript to be read for typos and so forth. In most
cases, errors that the printer has not introduced should not be corrected unless they
are of the magnitude thatowld require the reprinting of the book, wereytimet

caught until after the book had been printed.

It is the responsibility of the editors and graphics specialistsvieweluelines.
Occasionally the will ask authors to participate in thisview. Changes that are
not corrections of errors introduced by the printer result in additional cost.

CD-ROMS

If you are considering publishing a COBRI either as an Open-File or in the DDS
Series contact Jim Himhan, (303-236—-2490; jhimhan@gccmail.cr.usgs.gov)
before proceeding. CPG has the equipment apdrése to premaster CDMs

for PC and MAC platforms. CPG will edit a paper gopf the text (not the data lie
itself), to approe them for the Directprand to prepare the printed material that
appears on the disk label and in thegkecase. Please follothe same procedure

as you follav in submitting a book manuscript; that is, you need a routing sheet
with the appropriate signatures and double-spaced copy of the text.

If you do not hae a cop of “CD-ROM Guidelines you can obtain one from the
CPG website or CPG will send you one upon request.

COPYRIGHT OF USGS PUBLICATIONS

All material written by emplgees of the U.S. Geological Seyvas part of their
official duties is in the public domain and cannot beydghted. No rgulations
prohibit aryone from coping and republishing such material. Professional -cour
tesy requires that the USGS be acknowledged if material is copied.
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COPYRIGHTED MATERIAL—USE IN USGS
PUBLICATIONS

This subject is ogered in section 450.3.1 of the Seyvnanual. In summaryt
states that the USGS cannot publishycmgited material without written permis-
sion of the copright holder It is the responsibility of the author to obtain such per
mission. If the copright holder requires spedifivording in the ackneledgment,
that wording should be used. If the goght holder requires a fee, the fee should
be paid by the auth@’ofice. If permission cannot be obtained to use thg-cop
righted material, it may be used only with the apptof the Secretary of the
Interior.

COSTS

Program teams will be responsible for costs incurred for contracted services (draft-
ing, photolab wrk, printing, etc.) and materials used for their publications.
Services performed inhouse by CPG personnel will not be charged for.

COVERS

Most of our books ha dehult standard aeers, which are the leastmensie to
print and are also the most easily ideatifias Sumy publications.The least
expensie art coer is a photograph printed in one color on white stock, with or
without the background screened in the same color.

We also do special gers, each of which must be apped by the CPG chief. In
consultation with the editpan author should prepare a mockup for apgdrdirt-
work is more expensive only in that it requires an artist’s time to draw. A full-color
photograph costs about $360 for color separations to be prepared.

DATABASES ONLINE

Databases can be released online and are listedwnPhblications of the U.S.
Geological Surgy under the heading, Databasd$ie poligy concerning their
release is section 500.24.1 of the ®yrmanual. Please read that section before
submitting a database.

In the Geologic Diision, the databases must be director aggp“contain only
data that have undgsne rigorous, documented quality assurdrase] have a des-
ignated data manager.

The manual further states:

To establish a Direct®’ approed database, the database manager must
submit a written request to the VM@ion Chief demonstrating that the
minimum requirements ka been metThe request should document the
purpose and scope of the database, data collection methods, quality control
methods, description of data elements, instructions for operatigig an
software that may accompany the data set, and [description of] user support.
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USGS DEDICATIONS

No dedications, formal or informal, are alled in manuscripts published in the Sur
vey series, gcept those appuved personally by the Directobedications that va
been appreed: P1249 and P1250 to Wa A. Johnston, the 1986earbook tovin-

cent McKelvey, the 1992 Yearbook to Tom Nolan, and B1925 to Frank Frishknecht.

DIRECTOR’S APPROVAL

The following quotation is from the Survey Manual (Section 500.9.3A):

All writings (including abstracts) in which the USGS has a proprietary interest
and all writings in which the authartitle and USGS #fiation will be shavn
must be submitted to the Director for approval prior to release of publication.

This requirement applieven if the author is last on a list of 100 authors. One
fallout of obtaining Directos appreal is that the publications are
automatically listed in Ne Publications of the U.S. Geological Seyv
(monthly) and Publications of the U.S. Geological Survey (annual).

All USGS formal-series books and maps apptb by the Director after
12/31/87 include a notation as to date of apglrand, if appropriate, the date

the revised manuscript was received. (Our policy is to include the revision date
if the author holds the manuscript for more than 6 monthsyaticue after
Director’s approval, or if revisions are so extensive that re-editing or redrafting
is required.)As of 7/1/92, the responsibility of signing for the Directaasw
transferred to the BTR [now PG] chiefs.

DISCLAIMERS

The gwernment cannot endorse or recommend products or services, and authors
should awid using brand or compgmames in all publicationsVe are cautioned not

to display brand namewen in photographs, such as a camera trademark on a lens
cap used for scale. If brand names are displayed, we must provide a disclaimer.

In some reports, leever stating the name of the product or service is necessary to
communicate ééctively. In those casesyen in outside publications, the c@m-
tional disclaimer quoted belowvhich is boilerplate on the backs title page of alk Sur
vey books published since 1990, should be used:

Any use of trade, product, orrfi names in this publication is for descnpti
purposes only and does not imply endorsement by the U.S. Government.

Survey authors cannot claim that what yhpublish does not represent the
USGS or the U.S. Gernment because thare publishing as representas

of the USGS and the U.S. Ganment. The cannot disclaim the possible
infringement on cogrights becauseverything that we publish must be in the
public domain.They can disclaim, hwever ary guarantee that a sofane
program they have written and are publishing will work.

DISTRIBUTION

As of February 1994, the drflt number of books and maps to be printed at USGS
expense is 1,500 copies for GeologiwiBion publications. GPO generally rides our
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order for about 600 copies. The GPO copies go to depositories, and about 1,060 cop-
ies of the USGS print run olubetins and circulars and 1,160 of professional papers
are distriluted automatically to gift andxehange recipients in the United States,
Europe, and the rest of theordd. About 280 £40) go to NMD5 Map Distrilution.

The remaining ~150 are distuted internally within the USGS, including 30 to 50 to
authors, fever than 40 to the ESICs, and 50 random pulls held by CPG in case of
printing disputes (most of these random pultglfy go to NMD Distrilution or to

the authors). & some 5 percent of our publications thateharomise of popular
interest, the Superintendent of Documents rides our contract and orders additional
copies to be sold by SupDocs.

GPO is required to puide free distrilmtion of government information, in all fer
mats, to the publicApproximately 50 libraries, generally g public or academic
libraries, hae been designated agi@nal depositories, reaa all publications, and
are required to retain all items fosx More than 1,000 additional libraries, including
county, academic, law, even Federal &ownent libraries such as the Bureau of Rec-
lamation library on the Federal Centare designated seleati depositories and
receive only those publications theselect. Selecte depositories are required to
retain items for a minimum of 5 years, except for superseded items.

GPO distributes aarying number of each publication depending upon the number of
libraries selecting that item.aPer open-fe reports are distriied as microtihes.
Open-fle disks are not distnilied. Some openléi CD-ROMs are distribted. Rr
fewer maps are selected than booksergwear in June, each seleati depository
must update its item-selection list. Only at this time ame selections made,ub
items may be deleted at any time.

We send no CD-BMs in the Digital Data Series to our gift andctleange list. GPO
apparently sends out about 500 to depositories.

As of February 1994, the standard printing for nonMF maps is 1,000, of which
approximately 430 to 525 go to library exchange and GPO depositories. The remain-
ing ~500 are sold by USGS Map Distribution, NMD. Much larger editions have been
printed of some maps, such as those of national plnksstandard printing of MFs

is 800, of which about 350 go to libraries and depositories.

The Geologic Diision does not reces ary of the funds collected from the sale of
books, maps, or opendireports. Under a memorandum of understanding signed in
7/92, NMD leeps selected Geologicv@ion maps in print and pays for the reprint-
ing out of the funds received from sales.

EDIT SAFEGUARDS

We strive never to alter a manuscript in aaw that changes an autl®rheaning;
therefore, we ge the author the opportunity to apypeoall changes. df Sur
vey-series manuscripts, editors are instructed not teerohkinges after authovrew

of edit without checking with the authax final safety net (the primary purpose of
which is to spot errors that might weabeen introduced in production or by the
printer) is author inspection of proofs for maps and the blueline and the printed cop
of books before OK-to-ship.
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Our word-processing system of choice is Microsaford for Windows. W chose
Word because it is arxeellent system, it is superior to most others for long docu-
ments, and, at the time, itas the only one that supported style sh&tsd for Win-
dows is what we all wrk on in CPG.Thus, the editors can easilyx fminor
corrections in an electronic file just before a manuscript is typeset.

We can accept Microsoford for Windavs on MS-DOS disks and Microsaflord
on MS-DOS and Macintosh diskéle accept manuscripts done in otheravpro-
cessing systems.oF ary questions on wrd processing, please contact Jkgylor
(303-236-5453; jehtaylo@gccmailuggs.ge). Now that we are typesetting with
FrameMakera manuscript in Frame is easy for us to typesataRy questions on
typesetting, or for instructions on sending us Frames fising the Internet, please
contact the editor.

In late 1993, we transferred the typesetting function to the Graphics Section because
graphics and typesetting now have identical software and hardware needs. One resul
is that more of our staff can typeset; backlogs in typesetting are virtually nil.

We are not state-of-the-art in outputting typeset because we cannot afford to buy

the fastest and best typesetting equipment. We output text on laser printers at 600 dpi
and illustrations done on computer oVarityper typesetter at 1800 dpMe use

Aldus Freehand antldobe lllustrator on both Mac alindows platforms and can
meige illustrations into FrameMak files for output of fully composed pages on the
Varityper.

We can typeset equations. You do not need to submit them camera ready.

CPG polig is not to accept camera-readytttom program branchesxeept at our
discretion. The reasons for this policy are:

CPG is highly skilled at typesetting.

Typesetting in CPG is no bottleneck; it can be done rapidly dicteatly, with-
out need for hard priority.

Use of camera-ready copy for compleooks requires as much of CRGime as
if we typeset them ourselves.

CPG is responsible for the books published in the cenfga@nmeand we must
maintain control ogr editing and composition matters such as format, standards,
grammar, style, and aesthetics.

Typesetting of Sumy-series books by the program teams isasteful use of
Survey funds because CPG has ample capacity.

ERRATA

Errata are adct of publishing. Mistaés are sometimes made by the author or the
publisher that signifiantly affect content. Tlyanay be incorrect data, omittecs,
transposed captions, mislabels, or ynather mistaks in substance. In such cases,
we prepare an errata sheet to be inserted in, or pasted on, epdf tdup book or
map.The errata sheet should containfiignt information as to what it is and wi

has been prepared that it can stand by itself without a cover note.
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Forewords, along with prefces, are discussed in Suggestiosutbors, p. 20-21,
and are mentioned here only witlyaed to CPG procedure for apped. Once an
author has prepared a double-spaced ajma foravord, he/she submits it to the
CPG chief, who sees that it is apped by the Directorlt is customary for the
Director, or someone in the Directerofice acting for the Directpto edit the
copy and sign written approval. No further changes are made by CPG.

HARDBINDING

In February 1991, as a cost-saving measure, we abandoned the policy of hardbind-
ing about 40-50 copies of Seywvbooks for the authors, libraries, and certain other
offices. We also do not hardbind multichaptered reports published separately when
the wolume is complete. (Some librarieswever may bind themWe continue to
hardbind some books because of their size or because a program requests hard-
binding and provides the funds.) We add a volume title page to the last chapter (if
it has been identéd as the last chapter) ofegy multichaptered volume for which

the chapters are published separately so that libranesthat title page if the

choose to hardbind the volume.

HEADNOTES

Where the department andrbau names appear on title pages and headnotes, the
full names must be gén: U.S. Department of the Interior and U.S. Geological
Survey. “U.S.,” not “United States,” is now part of the official name of each entity.

ILLUSTRATIONS

In order to speed production, we encourage authors tadprais with cam-
era-ready copfor illustrations to be used in USGS-series reports. “Guidelines for
author drafting,” and a compreheresstyle guide for the preparation of maps, pre-
pared in WPG, are available from CPG.

If you do not hae a cop of “Guidelines for author drafting” you can obtain one
from the CPG website or CPG will send you one upon request.

We also encourage the program teams to draft illustrations for outside reports. If
we are requested to draft them, however, they must first be edited.

We do not mak slides, posters, or videos, which authors cae haade through
private contractors.

INDEXES

CPG does not do indes for books, even lge books and paleontology books, as a
normal part of making the bookhe reason is that ingieg is time consuming and
expensie. Signifcant delays can result because xidg cannot be started until
the book is almost ready to be sent to the printer.

Indexes can be generated by compubat thus &r exploration of the concept has
run into labofintensive technical problems that translate into time and dast.
prepare an indefor a recent professional papére author or editor highlighted
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index words in the repro cgpbut then the typesetter had to tag thoseds in the
Frame fie. At this time, computegenerated indess, &en if prepared by the
author require too much of our typesettetshe to be encouraged (unless, of
course, the author is willing pay for the typesetter’s time).

Our poligy, therefore, is to include an indd the author is willing to prepare it
completely or to pay a contractor to prepare it completely and if all concerned are
willing to delay publication for whatever time it takes. CPG will log out the manu-
script if the ind&ing is not completed in 3 months. &vif the ind& is prepared by

the author or a contractor, the CPG editor of the report must approve it.

INSPECTION COPIES

Inspection copies are bound copies of the printed book, including platesedecei
from the printer before the total print run is bound and digkith Their purpose is
to allow us to inspect for errors introduced in the printing process, errors that can-
not be checkd in the blueline, such as too tganking, faulty binding, misrgis-
tration, and so forthWe are allaved only a fev days to inspect before we must
give the OK-to-ship or ask that the job be reprint¥tien we deem that the print-
ing is unsatisictory we must covince GPO that it is unsatattory GPO then
negotiates with the printer to reprint at the prirdesXpense, qrin some cases, at
shared gpense. Br example, we wuld be willing to sharexpense if we made
corrections of defects that were not introduced by the prifiter average number
of books reprinted each year at USG®anse in the Central B®n is less than
one.

Dissatishction with printing is most liédy to occur if the book contains photo-
graphs, especially fossil platé&here the quality of printing of photographs is a
guestion, the editors mayvgi the authors the opportunity toi@wv the inspection
copies. Reardless of our opinion, before we can require the job to be reprinted, we
must convince GPO that the job is unacceptable.

Most of the maps that we publish are printed in the NMD printing plant in Reston,
and our direct molvement ends with preparation of the prirgemgative. Both
authors and editorsview proofs, sometimes geral iterations of proofs, before
the final printer’s negative is made.

LETTERS TO THE EDITOR

The policy coering letters to the editor or other informal communicationsvs co
ered by the Chief Geologistmemorandum of 8/12/88 to Geologicvidion
employees. Letters that show the author’diafilon with the USGS require Direc-
tor's approal. A draft of the letter should be sent to Diane Jones, CPG Chief.
Letters do not require the program chief scierstiappreal, technical reiew, or
editing.

Personal epressions of opinion to which USGSibétion is not attached do not
require Directoss approal. If USGS diliation or representation is implied, you
might consider making arxplicit statement that you are writing or speaking as a
private citizen.
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According to a memorandum of 10/25/93 from Peter BerAwdjstant Director

for Programs, Department of the Interior, with an attachment from the Department
manual, metric measurements must be used in all reports published outside the
Federal Government.

In Suney-series reports, we strongly encourage the use of metric exagpt

where the original measurements were made in English units, in which case
English units only should be used and aversion table provided. We discourage

the use of dual units because it is time consuming andmawoe. Although dual

units pravide the cowersion most coreniently they also are an impediment to
typing and easy reading. If dual units are used, the unit in which the measurement
was made should bevgin first. If no original measurements are beingegi met-

ric should be given first.

MONTHLY LIST

In dealing with CPG, you will often hear reference to the “monthly kst exam-

ple, you will be as&d to prepare a note for the monthly list describing a report in a
Surve series so that the customer can decide whether he/she wishes to order it.
The monthly list is Ne@ Publications of the U.S. Geological Seyywhich lists all
reports, including outside reports, published by USGS authors each ribath.
time lag between the month covered and distribution of the list is 2 to 5 months.

ONLINE PUBLISHING

As of yet, no fim policies hae been established to resmlhssues such as what
Survey products will be routinely published on the Internet; who will establish,
approe, and coordinate web sites; whether there will be standard formats for web
pages; and whether there will be a limit to the number of welerse®n Informa-

tion Systems Council has been named to discuss these and other electronic-pub-
lishing issues for the Geologic @sion. Summaries of theirxehanges and
proposed policies are posted at:
http://geochange.er.usgs.gov/usgs/gdinfo/info.html.

Anyone interested in releasing a formal Syrypublication through the Internet
may contact one of CP&’two Online Publications Specialists: Joan Nadeau
(303-236-5504; jgnadeau@gccmaiusgs.ge) or RobWells (303-236-5481;
rkwells@gccmail.cr.usgs.gov).

OPEN-FILE REPORTS

Open-file reports are valuable in that they release technically reviewed information
almost instantaneouslyheir greatest disadwntage is that tlyeare distrilnted to
selecting depositories as microfiches rather than as paper copy.

See “Guidelines for the Preparation of Geologici€don Open-File Reports” for
current instructions. If you do notVea cop of the guidelines you can obtain one
from the CPG website or CPG will send you one upon reqliesse guidelines,
which include supplements for opeliniy disks, videos, and CD@&MSs, should be
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consulted before submitting a manuscript for opkmgfi See also the section on
Thematic maps below for a discussion of open filing large color illustrations.

When you are preparing the@dil copy of open-fe reports, we strongly encourage
you to print the master cgpsing both sides of the pap&he report will be cop-

ied exactly as it is submitted—that is, if the original is printed on one side, the cop-
ies are one sided; if the original is printed on both sides, so are the copies.
Submitting copies printed on both sides will sigrafitly reduce the aste of
paper and will sz2 mong in other areas as well. Reducing thekiof the reports

on the shelf will see storage space (hence, dollars for shelving and space), and
making reports smaller will reduce the cost of postage. Undoubtedly there will be
circumstances that makhe use of both sides of the paper impracticalube the
two-sided format whenever possible.

REVISIONS, PAPER COPY

If the revision is minor (a judgment call to be made by the author), the author
can reise the page or pages in question and replace the superseded pages in
the reproducible cgpon fie in the Open-File Reports Section, Earth Science
Information CenterNMD in Building 810 and pnade copies of the pages for

our manuscript control @m Judkins; 303-236-5504; tjudkins@gcc-
mail.cr.usgs.go) to send to all the depositories to which the original oden-fi
report was sentThe title page also should be amended to note the date of the
revision. If the r@ision is major, a new opendireport superseding the old one
should be released, with ameote for Nev Publications of the U.S. Geologi-

cal Survey, generally referred to as “the monthly list.”

REVISIONS, DISKS

When the report is prepared, the authors should indicate in the introduction (1)
that disks may be updated from time to time, (2) that the authors should be
contacted rgarding possible updates, and (3) that the date of update will be
indicated on the diskThe author should dekr to the Open-File Reports
Section a reised disk to replace the old and yide copies of the xesed disk

for us to send to the depositories to which the original diz& sent. If the
revision is majoy hovever a nev open-fie report should be submitted to
supersede the old opetefireport so that the neissue will be announced in

the monthly list of USGS publications.

OUTSIDE REPORTS

Outside reports are generally no longer edited by CPG unless so requested by the
program.

PAGE CHARGES

CPG is no longer involved in the payment of page charges. The program teams are
responsible for dealing directly with the outside journals in whicly thieh to
publish.
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For photographs to be printed in black and white in books, map pamphlets, or on
maps, we prefer to receive the original continuous-tone black and white negative and
two continuous-tone black and white prints (preferably glossy) of each photograph
(even if original photograph is in color).

For photographs to be printed in colare need the original continuous-tone color
negative and two continuous-tone prints (preferably glossy) of each photograph. This
is your only option if information such as lines or lettering is to be added to your
color photograph. Or you canvgi us the original color slide and one duplicate color
slide of each photograph plus, if the photograph is to be croppedgrimis (either

black and white or color).

After your report is published, our Graphics Section will send the origimgtine

and one print of each photograph or original color slide of each photograph to the
USGS Photographic Library in Deer. If your original ngatives or slides cannot be
archived because you require them for future use, you must thakknown. If you

can supply duplicates for areing, that wuld sae our making them. Items not
archived will be returned to you after publication. Please be aware that it is costly for
CPG to make copies of negas/and prints through our contractor (in 1994, if origi-
nals are prints, $21.25 for a duplicate black and whigative and tvo 5<7 inch

prints, $34.45 for a duplicate colorgaive and tvo 5x7 inch color prints—more, if
originals are negatives).

The most recent poljcstatement on the arefmg of photographs is the Chief
Geologists memorandum of 9/12/85 to all emypdes on the permanent disposition
of field records and photographs.

POSTERS

The three rgional Publications Groups Y& had a longstanding pofiof not doing
posters for meetings (or setting type for posters), primarily because our main graph-
ics function is to prepare illustrations for books and journals and publish maps, and
the heavy wrkload does not alle adding a poster responsibili# subordinate rea-

son is that posters are féifent from our usual graphics and requirdedént equip-

ment and working space.

PRESS INSPECTIONS

The highest probability of success in printing photographs, especially fossil plates, is
with a press inspection, during which a represargadf the Surgy examines the
printed cop as it comes 6fthe press. Because therk is performed on site, and
because our printing contractors are usually out of State, a press inspection requires
air transportation, per diem, and car renté. are happto perform the inspection,

but the costs will be borne by the program. If no funds eadadle, we will do the

best that we can without an inspection. If we or the author are urshtigth the
printed photographs,ub GPO determines that their quality is acceptable, GPO will
not require the printer to reprint at the printer's expense.
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If an author beliees that his/her report merits a press release, he/she should get in
touch with Rt Jogenson (Publi&ffairs Oficer) in Menlo Rrk. Her number is
8-415-329-4011.

PRINTING BY PROGRAMS

Program teams, at their expense, can print many documents directly through GPO.
For example, a program team may create a coleector an open-é report and print
and distrilute hundreds of copies. Program teams cannot print formal-series reports.

PRIORITIES

Priorities almost abays result in reduced fefiency—fast publication for some
reports at the cost of a lower median pubtime overall. The most meaningful priori-
ties are what we call hard priorities, thoseegi for manuscripts that must be pub-
lished by a gien date. Examples of publications that reedihard priority are the
BLM Wilderness hlletins, the Mcklvey circulars, B1975 (Bolian mineral
resources), and B2062 (Venezuela geology and mineral resources).

To obtain priority @er manuscripts submitted by other branches, the program chief
should submit a written request through his/hdrcef chief to the Rgonal
Council.

PRODUCTION NOTES

By means of production notes (colophons), we can not only identify the region but
also the persons responsible for the production of the map or\Weatan let the
reader knw such &cts as that illustrations were author prepared and thatdhe te
was provided camera readfPG includes them on maps and in books, at the dis-
cretion of those who contributed to the production of the report.

PUBLIC ISSUES IN EARTH SCIENCE

Public Issues in Earth Science (PIES) is a subset of our circular series in which
authors are encouraged to publish popualorful reports on matters of concern

to the public. CPG is happto assign an editor toork with a scientist to prepare a
PIES circular.

As of this date, no formal guidelines as to the content and format of PIES circulars
hawe been issued. kaver guidelines are praded in an undated document enti-
tled “Background and Guidelines for Producing Circulars in the Series, Public
Issues in Earth Scient&Ve will provide copies of these upon request. Examples
of PIES circulars published in the central region are C1105, C1110, and C1115.

Because of the high prtdiand the high cost of publishing full-color books, it is
important that you obtain your chief sciensséind the chief geologistappreal

in writing of the concept for a PIES circular before yogibeAfter you hae this
authorization, please meet with CPG tovdig a pubplan (see b&p. All PIES
circulars are sent to Reston for Direcsodppreoal. Also, please see the section
above on Forewords.
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As part of the publication process in the gamized Central Publications Group, all
formal publications ready to be submitted need a publication plan (pubplan) meeting
to establish communication among author(s) and editing/production team. In the
case of a gular map or book publication (no special requirements), please contact a
text or map editor for this meeting; he/she will contact a graphics illustrator to partic-
ipate. for a r@ular publication, the meeting may be quite shart,vall include a

rough estimate of costs, general timetable, discussion of possible need for contracting
out illustration preparation, etc. If your publication is out of the ordinary Kame

ple, lage; multichaptered book or multisheet mamrkvdone in foreign countries;

hard deadline;»»ensi illustrations; contreersial subject matter; Ige press run),

you should schedule a pubplan meeting through Diane Jones (CPG Chief), who will
then include a map orxeeditor and a graphics illustratoAt such a meeting, we
attempt to more speaifally anticipate problems, estimate costwltg a timetable,

and list all the details that apply to this more compdeblication. The result of

either type of pubplan meeting is a memorandum that is shared among the author(s),
Chief Scientist (as necessary), and the editing/production team in CPG.

REPRINTING OUT-OF-STOCK BOOKS AND MAPS

Under a memorandum of understanding signed in July 1992, Né&pskselected
Geologic Dvision maps in print and pays for the reprinting out of the fundsvextei
from sales. Books can be reprinted at program request at program expense.

STRATEGIES TO SPEED PUBLISHING

AUTHOR-PREPARED CAMERA-READY ART

All else being equal, author/program drafting of illustrations will speed Sur
vey-series manuscripts to publication. Editors makre that these manuscripts
move along with the same sense of urgency that the authors showed by providing
us with the camera-ready afihe illustrations must be camera realdgwever.

After edit, corrections should be made by the author/program team. Ifnb€ “fi
illustrations require more than the most minor touch up; i@ not leapfrog
illustrations that must be drafted from mill copy. See section on illustrations.

CHAPTER BY CHAPTER

Publishing lage multichapteredolumes can be greatly speeded by publishing
them chapter by chapteor by groups of chapters. Otherwise, tlwume is
slowed through the entire process by thenslst author (completion of manu-
script, response to technical/iew, response to edityen response to proafj).
CPG has published, or is publishing, mamultichaptered @umes, and of
course the 59 BLMNilderness wlumes were published as about 200 separate
chapters. One sedimentary-basin volume alone comprises 35 chapters.

A disadwantage of publishing chapters separately is thatdiethe sets arever
bound togetheiThe USGS no longer bindsyaon a rgular basisWe assume
that some libraries bind the volumes when they are complete.
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Other disadantages are:Years might elapse between publication of thst fi

and last chapters. Some authors in gbaf wlumes appear reluctantes to

close out wlumes. Chapters publisheder a long period of time are less con-
sistent with each other than chapters in a singlienve and maywen be edited

by different editors. And, of course, a large volume is far more impressive than
chapters published separately.

All of which is outweighed in many authors’ minds by rapid publication.

EDITOR RESPONSIBILITY

After a manuscript is logged into CPG, it ves from person to person, func-
tion to function (log in, edit, drafting, typesetting, proofing, printing), until it is
finally given the OK-to-ship. By means of the tracking record, wevknbere
each manuscript is at the end of each monithph a daily basis, the editors
are responsible for manuscripts while yth@rogress through the publishing
process.

Currently, the CPG text editors are:

Lorna Carter (303—-236-5467; Imcarter@gccmail.cr.usgs.gov)
Sue Kropschot (303-236-5472; skropsch@gccmail.cr.usgs.gov)
Rick Scott (303-236-5548; rscott@gccmail.cr.usgs.gov)

The map editors are:

Craig Brunstein (303-236-5477; cbrunste@gccmail.cr.usgs.gov)
Alex Donatich (303—-236-5468; adonatic@gccmail.cr.usgs.gov)
Diane Lane (303—-236-5476; dlane@gccmail.cr.usgs.gov)

ELECTRONIC PUBLISHING

Electronic publishing can no longer be described as an option. It is the option.
We made seeral decisions, hweever that speeded publicatione adapted or
relaxed standards to the capability of the saftevand hardware available, and
we turned to dfthe-shelf softare and hardare rather than dedicated sys-
tems. See section on Electronic Publishing.

FAST TRACK

We do not delay short, easy jodl. else being equal, we do jobs in the order
that they are logged iAll else frequently is not equal. If a manuscript is short,

in good shape, contains all autftvafted, fewor no illustrations, it will not sit

in line waiting on the completion of Ilge manuscripts or manuscripts that
require much drafting. Maps that are estimated to require fewer than 100 hours
of cartographic preparation move to the head of the queue.

We gie priority to quick tasks and those near the end of the production line.
For example, we set aside first edit of one manuscript to proof repro of another
manuscript.

MANUSCRIPT TRACKING

In CPG, we hee a computerized tracking system that tells us the status of
every manuscript. If you ha ary questions rgarding the status of a manu-
script, please contact the editor.
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PUBPLANS

By meeting with authors in adwce of the writing of a report, CPG managers can
both prerent misdirected &rts and proide a sense of what can or cannot be
accomplished. Each of these meetings is summarized in a memorandum, for
which our jagon is “pubplari.We hae prepared seral dozen pubplans since
1986. See section below on pubplans.

SUBMITTING A MANUSCRIPT

On 7/1/92, authority to appre manuscripts for the Directorag transferred to the
PG’s. This is what your manuscripts should include:

All manuscripts: A routing sheet fied out completely; that is, all the appropri-
ate boxes should be filled.

Abstract: One double-spaced cppand technical rgew copies. Special
instructions forAGU abstracts are transmitted to program branches before each
AGU meeting.

Outside reports: One copydouble spaced if edit is requested, and the techni-
cal review copies.

Open-file reports: One single-spaced cpmrepared according to the “Guide-
lines for the Preparation of GeologicuvizBion Open-File Reportsa cop/ of

which you can obtain from CP@®fter the report is appk@d, reproducible cop-

ies will be requested for the Open-File Reports Section and depositories. If, after
open-filing a report, you wish to make a minor change, take the corrected page(s)
to NMD’s Open-File Reports Section in Building 810 and ask thgtlibesubsti-

tuted for the corresponding pages in the reproducitil¢he same time replace

the title page with a title pagevgig the date of the vésion. Prwvide the same
updated material to our manuscript control (Tom Judkins) so that it can be sent to
the depositories. If you wish to makignifcant changes, do so as avr@pen-file

report, with a n& number and a note for the monthly list. Be sure to state on the
routing sheet that the wereport supersedes the old ofithe same procedure
applies to correcting disk openefreports. If the change is minesimply provide

a nav disk and note the date ofsiision on the title page. Be sure, also, tovpde

disks for our manuscript control to send to the depositories. If theiae is

major or you wish to switch to a thrent-size disk, release awepen-fie

report.

USGS-series eports: One double-spaced cpmf complete manuscript, the
technical review copies, and the illustrations check sheets (showing planned pub-
lication size, and so forth) oF CD-ROMs, all we need is the completattenanu-

script, not the data file. Page-sized illustrations should be legible and amenable to
editing. They can be in pencil and lettering can be by hand. In general, except for
MFs, all map gplanations and correlation charts are redrafted hese MFs, we

prefer that you not draft the correlation charts before edit.) In sum, do natero
arything more than clear complete gopefore editing. If we or you are to
redraft, time spent in aesthetic polish before editing is tiasted. After editing,

polish is another matter. Do not include the text on disk until it is requested.
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CONVENTIONALLY PREPARED MAPS

When a thematic map reaches us, it is logged in, then backlogged until it can be
assigned to an editor. After edit, the map is backlogged again until one of the the-
matic map unit staff can pick it up to design for contracting.

DIGITALLY PREPARED MAPS

Scientists hee been able to mekcolor plots of maps quickly and cheaply for
some years. In October 1991, the Open-File Reports Section, Earth Science
Information Center (ESIC), NMD, adopted the pylaf allowing oversize color
maps, such as computer plots, to be oped.fBecause the Open-File Reports
Section cannot reproduceearsize color products (>%17 in.), the author must
supply all the copies that are to be sold to the public. The maps must be folded to
the size of the erelope we use for our formal map series (approximateby18.5

in.). The author must supply the Open-File Reports Section with 25 copies ini-
tially and 25 additional copies whenever the stock drops to 10.

Conwersion of digital fies into printers nejatives so that thecan be printed in

the thousands is much morefaifilt than simply plotting. Because of our lack of
staff, we do not convert conventionally prepared full-color geologic maps to digi-
tal products by scanning. If authors prepare a mapertionally that is, if thg

do not digitize it, we prepare the pringeriegatives conventionally. We have had
considerable success in publishing maps digitized in GSMAP through a combina-
tion of digital and conventional preparation.

As soon as you make the decision to prepare a map digitally, contact:

Gene Ellis (303-236—-0953; gellis@ctr5.cr.usgs.gov) or
Randy Schumann (303-236-1525; schumann@greenwood.cr.usgs.gov)

They will discuss your project with you. It is in both your and our interests to get
you on the right track.

NEGATIVES FROM DIGITAL FILES

The digital file is sent directly to a contractor to make negatives without any edit-
ing of the PostScript file by CPG. If there are any errors in the PostScript file and
the contractor preparesgaives from the fe, the cost to redo the gatives will

be incurred by the program branch not by CP@8s could be &ry costly, some-
where in the range of $1000-$200berefore, it is xtremely important that the
PostScript file have no errors.

UNPUBLISHED INFORMATION

Unpublished results of research cannot be released to the piti§ccannot be
released \&n to other agenciesxaept when wrk is done for another aggnand
transmitted to the other aggnas an administraté report appneed by the Director

To avoid the problem of illgal release, information can be published quickly as an
open-file report.

19 June 11, 1997



% USGS VIDEOS

All videos are prepared by the program teams, not by the Publications Groups. In
addition to those produced for internal use pnigleos are of te types.Those
intended for a broad, general audience should be of professional ,negjitye that

you fill out form DI-551, and must be apped by the Departmenthose intended

for a technical audience do not need to meet such high standards and can be
open-fled. Guidelines for the preparation of GeologiwiBion videos are a supple-

ment to “Guidelines for the Preparation of Geologiwzigon Open-File Reports.

Those guidelines are available on the CPG website.
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